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FI RE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duties of which are processing and maintaining fire
personnel and departnental records, and reports of activity. The
Fire Records Clerk perfornms data entry and retrieval tasks, such
as entering departnment record information into conmputer,
mai ntaining hard copy files, and extracting information as

needed. The enployee of this class replies to routine
correspondence, answers and directs telephone <calls and
addresses visitors to the departnment. The Fire Records Clerk

perfornms routine duties independently, reporting to and having
work reviewed by the Fire Lieutenant.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Recei ves, reviews, and processes department records, reports,

i nt erdepart ment al correspondence, and other materials in
accordance with departnmental procedures. Verifies records and
reports for conpl et eness, accuracy, and conformty to
establi shed procedures, correcting errors in records and
reports, or returning them for correction. Enters routine

information in department records, such as accounting or
personnel records and incident reports. Conpletes all forns or
records as required. Reads graphs, charts, manuals, records,
reports, or related departnent docunents. Conpiles, organizes
and anal yzes data fromrecords, and wites reports as directed.
Mai nt ai ns a roster of departnent personnel.

Arranges filing systemin hard copy files or conputer database,
and files correspondence, forns, records, or reports
al phabetically, numerically, chronol ogically, geographically, by
subject matter, or by code. Miintains records on the |ocation
of materials renoved from files and traces mssing files.
Locates and retrieves i nformati on or docunents fromhard copy or
conputer files. Periodically inspects filing system revising
when necessary, and di sposes of obsolete files and records in
accordance with established retirement schedules or |egal
requi renents. Assists in maintaining a library or archives of
materials for future use or reference by departnent personnel.

Acts as receptionist to departnment visitors, and answers and
pl aces telephone calls, handling questions or requests from

RC  08-21-07



FRCCK Page 2 of 3

visitors or callers to the station. Directs visitors or
transfers callers to the appropriate individuals follow ng
departnmental procedures. Mintains schedul e of appoi ntments and
notifies appropriate individual of appointnments, neetings, or
ot her events. Opens, sorts, and distributes incomng mail for
the departnment as directed. Processes outgoing mail

Replies to routine correspondence or requests follow ng
departnmental procedures or fromoral or witten directions by
conposi ng and typi ng business letters, statenments, nmenpos or any
ot her assigned docunents. Proofreads typed material and
corrects errors. Wites letters in response to witten or oral
requests addressed to the departnent. Takes and transcribes
dictation from notes. Takes m nutes and notes at assigned
nmeeti ngs. Assists in witing requests for grants or other
special funds to aid in the operation of the departnent.

Operates a conmputer term nal using various applications in order
to enter or renmove information fromfiles. Perforns appropriate
back-up function in computer files. Operates a facsimle
machi ne, copying machi ne, calculator or mathematical conputer
software, conputer scanning equipnment, and periodically,
operates conmuni cations equi pment, such as radio and paging
system

Participates in accounting for the npbney and assets of the
departnment. Makes cal cul ati ons necessary to compute payroll,
prepares payroll records, and nmakes out payroll checks. Handl es
payrol | disputes fromfire departnment personnel. Prepares checks
for paynment of departnent bills and issues paynents from petty
cash. Posts itens into journals, |edgers, or other accounting
records and bal ances t hese accordi ng to departnental procedures.

Mai ntains the inventory of supplies and equipnment for an
assi gned division. Prepares requisitions and requests
purchasi ng orders according to departnent procedures. Orders
suppl i es and equi pnent as required.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application for adnmi ssion to
t he exam nati on.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and of |egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denpbnstrate good health and physical
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fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.
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